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Dropout Reporting 
The North Carolina Public Schools annual dropout data collection involves three steps: 

 Researching Potential Dropouts 

 Designating Verified Dropouts 

 Submitting Verified Dropouts (School/Local Education Agency) 

Researching Potential Dropouts 

Students marked W2 on the enrollment record from the dropout reporting 

year. 

1. Print the Potential Dropout Match Report. 

Navigation: Start Page > State Reports > Current Collections > Dropout Data 

Collection > Review button > Potential Dropout Match Report 

Data View 
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2. Students on the Potential Dropout Match Report are not dropouts if they meet the 

following criteria: 

 A school name is listed in the Match School Name field (indicating that the W2 

student has returned to school for the next school year) and Entry and Exit dates 
listed in the Match Entry Date and Match Exit Date fields indicate that the 

student was in school on the 20th school day. 

 The student has a documented exception. See Dropout Data Collecting and 

Reporting Manual for allowed exceptions. 

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf 

 

3. The remaining students should be verified as a dropout. See instructions under 

Designating Verified Dropouts section, Section B, page 7. 

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf
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Students who finished the previous school year (reporting year) and failed 

to return for the current year 

1. Print the Completers That Failed to Return. 

Navigation: Start Page > State Reports > Current Collections section > 

Dropout Data Collection > Review button > Completers That Failed 
to Return Data View 

 
 

2. Students on the Completers That Failed to Return Report are not dropouts if 

they meet the following criteria: 

 The student has a documented exception. See Dropout Data Collecting and 

Reporting Manual for allowed exceptions. 

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf 

 

 

3. The remaining students should be verified as a dropout. See instructions under 

Designating Verified Dropouts section, Section C, page 8. 

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf
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Students incorrectly coded as a W2 for the current school year instead of 

the previous school year (reporting year) 

1. To display any student records with this error (using the 2013-14 reporting year as 

an example): 

Navigation: Start Page > Search section > Students tab >Enter ‘/entrydate 

>=07/01/2014; exitdate<=09/30/2014; exitcode=W2’ in Search field. 

 

CAUTION: The query will also return students who have been correctly 

withdrawn with a W2 code for the current school year. 

 

2. To print the list, follow these steps: 

Navigation: Start Page > System > Direct Database Export (DDE) > Current 
Table drop-down menu > ‘Students (1)’ 
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a. Select desired fields; suggested fields: 

lastfirst 

schoolid 

student_number 

entrydate 

exitdate 

exitcode 

 

3. Click Submit button. 

a. At the Open with radio button, select ‘Microsoft Excel’ to view the exported files. 

 

 

b. Click OK button. The exported records are displayed as follows: 

 

 

4. If a student is determined to have been incorrectly coded as W2 for the current year 

and needs to be reported as a dropout in the reporting year, see instructions under 

Designating Verified Dropouts section, Section A, page 6. (In the example image 

above, 2014-15 is the current year and 2013-14 is the reporting year.) 
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Designating Verified Dropouts 

Section A: Incorrectly coded students who need to be reported as previous 
year (reporting year) dropouts 

1. Search for former student with prefix “/” to include inactive students. 

 

2. Select the student from the matching results. 

Navigation: Enrollment > Transfer Information > Previous Enrollments section 

> Entry Date for student’s previous enrollment 

 

a. Check Verified Dropout box. 

b. Select the appropriate value from the Dropout Reason drop-down menu. 

c. Ensure all required fields have data. 

d. Click Submit button. 

e. Repeat steps for all students listed in Step 2. 

Important:  The W2 on the Current Enrollment record will also need to be corrected if the 

student was never in attendance in the current year. A No Show on a current 

year record should be denoted by an E1 entry code and a W1 withdrawal code 

on the same day. Start and End date for a No Show student is the first day of 

school. 
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Section B: For students already coded as W2 who need to be reported as 

previous year (reporting year) dropouts: 

1. Search for former student with prefix “/” to include inactive students. 

 

2. Select the student from the matching results. 

 

Navigation: Enrollment > Transfer Information > Current Enrollments section > 

Entry Date for student’s previous enrollment 

 

Note:   If the student has returned to school this year (but still must be reported as a 

dropout because the student was not enrolled on the 20th day), the enrollment record for 

the reporting year will be a Previous Enrollment instead. 

a. Check Verified Dropout box. 

b. Select the appropriate value from the Dropout Reason drop-down menu. 

c. Ensure all required fields have data. 

d. Click Submit button. 

e. Repeat steps for all students listed in Step 2. 
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Section C: For students completing the reporting year that failed to return 

to school this year 

The previous year enrollment record for completers will be in the Previous Enrollment list 

because there will be a No Show record as the Current Enrollment. 

1. Search for former student with prefix “/” to include inactive students. 

 

2. Select the student from the matching results. 

 

Navigation: Enrollment > Transfer Information > Previous Enrollments section 

> Entry Date for student’s previous enrollment 

 

a. Check Verified Dropout box. 

b. Select the appropriate value from the Dropout Reason drop-down menu. 

c. Ensure all required fields have data. 

d. Click Submit button. 

e. Repeat steps for all students listed in Step 2. 
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Submitting Verified Dropouts (School/Local Education Agency) 
1. Select the appropriate School. After all schools are approved, the data can be 

approved at the LEA level. If you are approving at the LEA level, use the school 

selection ‘LEA Office’. 

 

2. Run the Final Dropout Verification report. 

Navigation: Start Page > State Reports > Current Collections section > 

Dropout Data Collection > Review button > Final Dropout 
Verification Data View 
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Click Clear Cache link and rerun the report. 

 

 

3. Check data; make sure there are no fatal errors. If no fatal errors are found, approve 

the report. 

Navigation: State Reports > Dropout Data Collection > Approve button 

Note:   Approve button at the LEA level will not be visible until all schools approve data. 
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